COV|\D-19 Emergency Operations Center 


SOP No: MS-171 
Draft Date: 4/8/2022 


Standard Operating Procedure 


Subject: Entry Gate Security Procedure at Medical Sheltering Sites 


1. Introduction 
The purpose of this Standard Operating Procedure (SOP) Is to provide guidance 
for securing the entry gate at a Medical Sheltering site through documentation, 
screening, communication and traffic control. 


2. Procedure 
1. Documentation 
o Security guards will complete a well written Daily Activity Report 
(DAR) 
o Daily Activity Report (DAR) will include the following information: 
» Time of all events documented 

Officers’ time on/off 
Shift change information 
Record of all activity throughout the shift 
Record any vendors on-site (janitorial, trash, maintenance) 
Any unusual activity, which may include safety hazards, 
maintenance issues, unexpected visitors, positive or 
negative contacts with anyone on the property and security 
risks or concerns 


2. Screening 
o Entry gate security staff will screen all incoming individuals for DHS 
employee badge 
o Entry gate security staff will alert Security Post Commander if an 
individual attempting to enter does not have a DHS badge 


3. Communication 

o Entry gate security staff will communicate intake arrival, vendor 
arrival or deliveries via walkie talkie 

o Entry gate security staff will not disclose any information pertaining 
to the facility operation or patient information 

o Entry gate security staff will notify Security Post Commander and 
Site Management team via walkie talkie if there is unusual activity 

o Entry gate security staff will immediately call 911 if they witness an 
individual causing harm 


4. Traffic Control 
o Entry gate security staff assists medical sheltering staff, vendors 
and patient vehicles exit the property safely by instructing 
pedestrians or vehicles to stop by using handheld stop signs or 
hand signals. 


3. Reference Sheet for Entry Gate 
Security staff at the front gate will follow the following guidelines: 


1. Medical 
a. Ambulance — Wait for clearance to open gate 
i. Provide “First initial, Last name & Date of Birth” 
ii. “Security to Medical, we have a new intake via ambulance. Patient 
name is J. Doe, Birth date is 01/01/2022” 


b. Intake Arrival (On-foot or personal vehicle) — Wait for clearance to open 


i. Provide “First initial, Last name & Date of Birth” 
ii. “Security to Medical, we have a new intake that arrived in a personal 
vehicle/on foot. Patient name is J. Doe, Birth date is 01/01/2022” 
c. Medication Delivery — Do not allow onsite. Do not take the delivery 
i. Wait for a nurse to receive the item 
d. Vaccination Drop-off - Wait for clearance to open gate 
i. Please guide the vaccination team to the restaurant 
2. First to Serve 
a. UberEATS/Postmates/GrubHub -— Do not allow onsite 
a. Confirm the room number and/or patient name with delivery driver. 
Provide bag to First to Serve. 
b. Delivery from family member or friend — Do not allow onsite 
a. Search all items for any contraband 
b. Notify medical staff of found contraband 
c. Provide all other items to First to Serve 
1. Site Management 
a. USPS/UPS/Amazon/FedEx - Only allowed to drop-off items at the table 
a. All deliveries will be placed on the white table in front of First to Serve 
b. Republic Master Chef (Linens) - 
a. Please guide the delivery driver to park next to the pool area 
c. Republic (Handwashing Station refill) — 
a. Please guide the delivery driver to the intake area 
d. Servicon Cleaning Services — 
a. If delivering supplies, please guide the delivery driver to park next to the 
pool area 


e. Sysco ~ AiWaysiallowiensite 


a. All deliveries will be placed in front of POD 1, next to Gate 2 post. 
f. Alliance (Richard) - Alwaystallowlonsite 

a. Please direct Richard into the restaurant 
g. Biohazard Bin Pick-up — 
h. PinkDot —- Do not allow onsite. Do not take the delivery 

a. Please wait for Site Management to receive the bag 
i. DHS Supply (PPE Drop-off) - 

a. Please guide the delivery driver to park next to the pool area 


